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The Mansgement survey of the Office of Reports and Egtimates hus been

undertaken for the purposs of determi if the orgamizetion, funetions,
pattern and procedures of the 0ffice have been designed to promote

slfestiveness and officlenty in ojerations, By egreement with the Assistent
Plrestor for Reports and © imtsa. the survey has been divided into three
parts: (1) +the Administrative and Plans snd Poliey Staffs; (2) the subston-
$ive support sokivities; ond, (3) the arses divisions, This report deals witk:
the idninistrative Staff. Subsejqusnt reports will be submitted as the sarvey

progreases.,
Sensral Observations

Prior %o comenoenent of tkt survey the Aseistent Director for Reporis
snd Estimutes bad submittod s plan for gcmnl reorganization of his Offloe.
The plan was approved and is eurrently in the proces: of iImplementation. 2
review of the plan and observation of the Office indicates that omraful thought
ws glven to over-s)l improvesment of operations. %he Assistant Dircotor has

revised dralts of ¥3Cil's 1 and 3 for oconsideration. Thesz Direstives,

Cli~wide in scope, have a direct besring on the ORE astivities and after
csordinstion and approwsl will provide wore positive direction for the intelli-
gonve production effort.

_tlm snd Reconmsadations
1. ﬁ nistrstive Sl

%s The Adninistrative Stafl comsists of the Office of the Chief,
and three Brasshes, 4.g. Administrative, Information Control, and
Pressatation and Graphics, BEach segment of the 8taff is ooverasd in

e Offise of the Chiefl

{1) The $talf Chief doos net maintsim a staff organigational
sad fmstionsl enart o#’ bis office. HNeither does he pudlish detailed
iastruotions delegations of authority and dutles and re-
spometdiiities to his Premoh chiefs. The Chief has relied om verbdal
iastrustions and position descripticns to convey his desires to sub-
erdinstes. It is conslidered goed administradive prectice to provide
specifie &irectives to all echelons of supervision.

Rosommacd that the ﬂhht‘. mmmezm $taff, provide written
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(1) Appliostion filss of prospective employeecs are routed
direst %o divisions within ORE by the Personnel Division. This
potsdure was previocusly apiroved by the Eanagement Steff in the
interest of efficiency o4 a tine whan o oonsidersble mumber of
masneies oxinted. It waa euggested that the files now be reuted
frem e Perstunel Pivision to the Administra!ive Branch, whioh
in tWra will route the rxo %o those divisions of OKE having

riate wvsonncies. ZThe change will essist the Branch in
out the funstion of sdminigtrative support to ORZ. (The
eaggestion wus implementad et the tize of the survey.)

{2) within the Adninistrative Staff (and goemerslly within all
other offices of CIA) there is & sonsidershle ascunulation of files
2o Jonger necded ip %0 day operations, Sueh files irelude ocan-
seled applications, resignations, and logs. An Agency Hesords Mensge-
ment Pregram is row in procsess of development which will provide
aubhority for disposition of sueh files,

xum that setion be taken to eliminate all ymnecesssry files
as m after receipt of Agenty records dispossl instrustions es
Peas . :

i, m_ tion Qeagel

(3 I% is noted thet & Sotal of L9 pesitions within ORE have
boam allocated specifioally to the information oontrol function.

Thia figure represeats seven per osnt of the suthorised departamental
strength of GRE. !usﬁatim has also been assigped to mapy other
empioyesss o8 sn adaiti duty, sc 4% is conosiveble that over tem
per omt of the tetal man-hours of ORE are utilised for this purposc.
The sontrol of intelligenpe materinl is sn isportent funotio: both
from the ot and spourity aspests, JbY is felt that & differcnt
approash to the prodlem sfight provide the neveassry effiociensy and et
She same Sine save aonsidorable man~hours through eliminstion of dupli-
sadion of effert,

A more dotslled cutline of the problem together with recommendations
is ocontained in Tab i,

(2) Under current prooedures (LE 4istrilution elerks indicate the
ORE distribution of documents on & multilith master prior to reprodsction.
The clerks also proofresd the master although it Las already besm proof-
read sfter preparation by OCD perscunel. The porceatage of srror neted
has been negligidle.

Resczmend that Informption Control Clerks discentinue proofreading
the masters until the transfer of this respenaibility to 0CD,

(3) 4 siseadle aumbef of documents and oables gontain imformation
of importunoe to seweral ORE Divisions. Internal ORE procedures nave
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besn estadlishad to provide maltiple routin; of theas papers to all

interssted divisions on a time sohedule, It was found that the tinme
sahedule was not deing ndhered to in many instanoes, sometimes with

wbarassing rosults, ,

Reoomund thet the Assistant Direetor take the BOVSSSATY OB~
rective action,

B mwﬁ §E and w higs

(1) the Chief, Freseutation and Graphios Braseh, has prepared
dstalled funci stoteaents together with stetements of duties
end responsibilities for subordinstes winigh are in the grocess of
ooordinedion within Cik.

(2) The Bitustion foom Unit is understrength by two because
of nead for olassifiocstion soticn on recently approved table of
erganisstion chssges. fhe Management S%aff book sotion with the
Personnel Division to have the positicns elassified,

{3) The Grapaies Spoticn appearsd to bs in a rether disorganized
Sicn. The muderlying csuses are lack of spesifio instructions
eoncerning the oparatior and insdequate supervisien,

. The statements of dpties and responsidilities indicated in (1)
sSove will undodtedly provide the nmvessery instruotions. It is j
rebounsnlied that proper supsrvisios be given dhis aotivity Lo assure
implemsntation of the published direotives,

th) The fungtion of mintensnss of the CIA Situation Room is
NPT sharged to QRE, A revised statement of funstions aas
resmtly been approved. A sug.ested plan for the operation of the
SL%mbion Room is attackoed as Ted 3, :

. wm sondsrping the Situation Room are contasned in
*
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